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The purpose of Fhis modification is to: (1) add incremental funding in the amount of $126,940,
for support services at the Boston Regional Office and $25,000 for support services at the
Golden Field Office (10,000 Inventions and Innovation Program and $15,000 Industrial

Assessment Center Program); and (2) revise the Task for the Chicago Regional Office.
Therefore, the contract is modified as follows:

(1). Section B.4, “Limitation of Funds”, is hereby modified to read as follows:

Pursuant to the clause entitled “Limitation of Funds.” total funds in the amount of $6,670,879.20
have been allotted for obligation and are available for payment of allowable/costs and fixed fes to be

incurred from the effective date of this contract through the period estimated to end December 31,
2002.

Total amount obligated this action: S$ 151,940.00
Total amount obligated to date: $ 6,670,879.20

Section G.6 the Accounting and Appropriation Data for this award is as follows:
(Obligation this Action in Bold)

Base Option Total

Approp. Svymbol B& R No. AFP Period Period 1 Amount
B0X(0215.01 HA EHO501206 BS 0 126,940.00 5 126,940.00
80X0215.91 HA ED1805000 GO 0 10,000.00 5 10,000.00
S0X021591 HA ED1907010 GO 0 15.000.00 5 15000.00
BOX021591 HA  EC0904000 CS 5,000.00 0.00 3 5,000.00
BoX0215.91 HA EC 1504000 Cs 5,000.00 0,00 3 5,000.00
BOX0215.91 HA  EC1701000 CS 13,000.00 0.00 3 15,000.00
BOX021591 HA  EDIROLOOO GO 25.411.58 25,000.00 £ 50411.58
BOX0215.91 HA ED190s010 GO 569.821.00 A80,000.00 $ 1.,049.821.00
89X0215.91 HA ED1906020 GO 211,966.66 32.000.00 S 243,966.66
BOX021591 HA  EDIS07010 GO 00.00 83.000.00 g 85,000.00
29X0215.91 HA ED2000000 GO 50,000.00 0.00 3 50.000.00
RON0215.91 HA EEQROIDDN CS 10,000.00 0.00 5 10,000,060
B9X0215.9]1 HA EHO120060 CS 8,000.00 0.00 g 3,000.00
BOX0215.91 HA EHO3D1206 GO 1,507.580.00  1,140.000.00 $ 2.647.580.00
BOX0215.91 HA  EHOS01208 BS 25,000.00 3.000.00 g 33,000.00
a9x0215.91 HA EHOGO1206 s 270,000.00 234 547.00 § 504,547.00
BOX0N21591 HA  EHO0901206 8S 270,000.00 £2,495.00 g 332.495.00
BOX0215.91 HA  ELI702000 8§ 22,000.00 33,000.00 g 5500000
29X0215.01 HA ELITO3000 C3 20.000.00 0.00 8 20,000.00
BOX0215.91 HA  EOQO101000 88 00.00 25,000.00 $  25000.00
B9X021591 HK  ECI501000 CS 20,000.00 0.00 3 20,000.00
890022491 YD EB5102206 GO 139.117.96 0.00 S 159,117.%6
BOX022401 YA  EB3ID2206 GO 550,000.00 250,000.00 $ 1,200,000.00
Total S 4,143,897.20 $2,526,982.00 S 6,670.879.20
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(2). Under Attachment A, “Statement of Work?”, the task for the Chicago Regional Office is

hereby deleted and replaced with the attached task, shown as, “F. Chicago Regional
Office™.

Except as provided above, all terms and conditions of the contract remain unchanged and in full
force and effect.



F. Chicago Regional Office ~ May 30, 2002

Required Services

The Chicage Regional Office (CRQ) will provide the Contractor with the required computer
hard*_.vare, software, office supplies and workspace nesded to support the task. The Contractor shall
provide a personnel work schedules and adhere to the CRO core business hours from 9:00 AM
through 3:00 PM. The Contractor shall provide support services as set forth in Section J ﬂnéchn'mnt
A, Statement of Work, in the following areas: i

Listed bt‘.ft.lw are three specific areas of business support required by the CRO. In addition to
ﬂiese specific categories of assistance, IRT staff will provide general office support that will
include but not be limited to the follawing:

* Front desk coverage and visitor reception from 7:30 AM through 5:00 PM,

e Monitor and manage CRO’s general phone including voice mail messaging,

* Manage operation of shared printers, copiers, fax machines, shredders, etc.,
including keeping them stocked with paper, replacing toner when needed, and
arranging for service/maintenance calls when necessary,

* Monitor CRO supply inventory and work with CRO program, management and
admin staff to maintain inventory of supplies

» Open/distribute mail and parcels, process all outgoing mail and parcels, maintain
correspondence mail log.

1.0 Administrative Support Assistant and Team Leader

i 551 Serve as Time and Attendance Clerk utilizing the Energy Time and Attendance
System (ETA);

1.2 Serve as Travel Coordinator for CRO staff, to include training and assistance to
the Management and Program Assistant on CRO travel processing procedures,
transmittal of travel vouchers with supporting documentation to Finance Center in
Albuguerque for payment, and maintenance of travel filing system. Provides
training to new employees on Travel Manager, sends completed employee profiles
to the travel services contractor, assist with obtaining a login for access to the
travel services contractor’s website, updates the monthly per diem rates and CRO

employee profiles in Travel Manager;

1.3  Perform data entry and generate reports from the Departmental Integrated
Standardized Core Accounting System (DISCAS);

1.4  Perform upload and download of transactions into remote Procurement and
Assistance Data System (PADS) and generate reports;

1.5  Generate reports from Windows System Approach to Grant Administration



(WINSAGA):

vaic%e assistgnce to CRO Financial Specialist in processing invoices for payment
including pulling files, generating DISCAS reports, obtaining approval for
payment from program staff, updating spreadshests tracking payments, transmittal

gf approved mvoices to Albuquerque for payment, and maintain files with copy of
invoices;

Develop and maintain Excel spreadsheets for Administrative Team Lead and
Financial Specialist:

Assist the CRO Training Coordinator in the management of training related data

. in the Corporate Human Resources Information System (CHRIS), for

1.6
1.7
1.8
1.9
/10 110
Aft HH
fijt 2
Lis I3

nominations, approvals, and evaluations and sends emails to CRO staff of latest
available training and maintains files of training descriptions and schedules;

Assist with Records Management by organizing and boxing retired files and
preparing documentation for approval/transmittal to the National Archives and
Records Administration and assist with the management and organization of
central administrative files:

Manage check-out/check-in by CRO staff of laptops, cell phones, di gital camera,
etc.;

Type memos, reports, etc., for the Administrative Team;

Provide backup support to the Management Support Assistant and Program
Support Assistant; and .

Serve as on-site team leader for other IRT/McNeil contractor support staff. This
will inciude but not be limited to ensuring the general office support activities are
delegated and performed, assist in setting priorities, serve as liaison between CRO
Task Order Monitor and IRT/McNeil management, approve leave requests and
Time and Attendance.

2.0 Management Support Assistant

2.1

Ak T2

Provide administrative support to the CRO Director and Deputy Director.
Includes but is not limited to preparing routine correspondence, calendar aI_ld
schedule assistance, filing and office organization, conference call scheduling,

meeting preparation, and travel support;

Consolidate input for CRO weekly activity report, 30-60-90 report and distribute
electronically;



3.0

A3

23— Assist with development of administrative, program, event and transmittal memos

2.4

2.5

2.6

and all] other documents:

Provide logistical support and assistance with scheduling conferences, workshops,
and other large meetings for CRO management;
Take notes at CRO staff meetings, conference calls, etc. and prepare typed
documents; and

Provide backup support to the Administrative Support Assistant and Program
Support Assistant.

Organize and maintain the CRO Energy Resource Library. This will include but
not be limited to assisting CRO program staff with monitoring and maintaining
appropriate inventories of distribution matenals; organization and distribution of
materials; maintaining inventory of CRO periodicals and publications; recycle
outdated material, and filing DOE Orders, Policies, Notices, etc. and Federa] Tragl

Provide meeting and conference planning support to CRO program staff:
Provide support for CRO peer exchange travel, including working with CRO
program staff, coordination with travelers, preparation of Travel Authorizations
and Travel Vouchers in Travel Manager, coordination with travel SETVICES

contractor, update Travel Manager with peer exchange travelers profiles;

Assist program staff with the management of contact database and utilization of
database(s) for program and stakeholder contacts;

Assist CRO program staff with updating and maintaining state notebooks and
Type memos, reports, etc., for the program staff;
Enter quarterly grant program reports into WinSaga, track receipt of all quarterly

grant reports and {ile afier program staff and Contracting Officer review and

Provide support in the management and organization of the central grant and other

Program Support Assistant
=
Regulations;
3.2
3.3
3.4
39 b _
program activity summaries;
3.6
3.7
approval;
3.8
program related files; and
3.9

Provided backup support to the Administrative Support Assistant and the
Management Support Assistant.



